Uploading Templates to PIMS

Here are the illustrated steps to uploading new templates into PIMS:

1. On the home page of PIMS, click on the Administration button.
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2. Click on the A button next to the Templates.

Victim/Witness Information

Victim/Witness Type: [NONE =0
Documents
Templates: II-\_.’ISCover.rtf -

Auto File Management 0
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Events by = ©
Event Disposition Codes: INONE = Q
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3. Select the folder you want to put the templates in. If it doesn’t exist, you can type the name in
the box to the left of the CreateDir button and then click on CreateDir. That will create a folder
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Name Sizel Type |Date
[T |[District Templates] DIR Jan 8, 2007 10:30:10 AM
[0 | [ustice Templates) DIR  |Jan 2, 2007
0 |[victim Letters] DIR Feb 6, 2007 10:52:29 AM
O select all
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4. Click on the Browse button and navigate to where your templates files are. Select the file you
want to upload and click on the Open button.

“* C:\Program Files\Apache Software Foundation\Tomcat 5.5\webapps\cmsDocs \UCMIS\templates\Victim L - Wind
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To add a new file select add a template.
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5. Click on the Upload button to copy the file to the server and it will show up in the list, ready to
be used.

C:\Program Files\Apache Software Foundation\Tomcat 5.5 \webapps\cmsDocs \UCMIS\templates\Victing L |

File upload correctly finished.

O |[disp.ref z.80Ke|  .af Feb 6, 2007 10:58:46 AM Download Edit

[ select all

Click on the Upload button template directory
and the file will be upl ied

6. Repeat steps 4 and 5 until you have all the templates uploaded. Close the template admin form
by clicking on the X.

7~ C:\Program Files\Apache Software Foundation\Tomcat 5.5\webapps\cmsDocs\UCMIS\templates\Victim L -

File uplead correctly finished.

[.] _
[ | disp.rtf 2.80 KB| .rtf |Feb 6, 2007 10:58:46 AM D\sﬂaad Edit
T | plea.rtf 2.92 KB .rtf Feb &, 2007 11:00:40 AM /ﬁwnluad Edit
0 | pretim.rtf 311K .Af  |Febs, 2007 11:00:43 AM /" |pownlezd Edit
[T | pretrial.rtf 3.19KE .rtf Feb &, 2007 11:00:47 AM j Download Edit
[ | pretrialtrial.rtf 3.59 KB| .rtf |Feb &, 2007 11:00:51 AM A’ Download Edit
T | =ent.rtf 319 KB .rtf Feb 6, 2007 11:00:56 M/ Download Edit
0 | vis letter.nf 345KE  nf |Feb 5, 2007 11:00.5408M Download Edit
O | warrant.rtf N 3.01 k8 .if |Feb 5, 2007 136803 AM Download Edit
[ select all L

Repeat until all templates you want have
heen uploaded. Click on the X to close the
form.
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To add a new file select add a template.
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7. Click on the Refresh ALL lists button to make sure that the changes show up.

Defense Attorney: I.NDNE :{ (4]

Court
Court/Location: |.NDNE ;I (A]

Court Type: INOJ_\.IE ""=| 9

Other

User/Role Administration @
Audit Administration @

Refresh ALL lists
. Click on the A button
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8. Return to Home page and you are done with uploading new templates.



